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OfFlCE OF THE SECRETARY OF STATE 
DEPARTMENT OF ARCHIVES A N 0  HISTOR 

RECORDS MANAGEMENT DIVIS!ON 
APPLICATION FOR RECORDS RETENTION SCHEDULE 

fOR AOENCY USE 

April  23, 1976 
~plic*tlon h t e  

- -- 
rppilution Number 

DHR-5 1 
1_1-.--- - 

INSTRUCTIONS: Sea Publication No. 76-RM-1 for instructions on completing th is  form. Forward signed original to 
Department of Archives and History, Records Management Division, 330 Capitol Avenue, Atlanta, Georgia, 30334, 

1. Agency Address 
Georgia Department of Human Resources 
Office of S ta te  and Local Coordination 
Room 617-S - 47 Trini ty  Avenue, S. W. 
Atlanta, Georgia 30334 

1. D m s  of Sorier 
Iarliest Latest 

FOR RECORDS MANAGEMENT USE 
Amlication Numbar 

5. Records Serbs Tltk Ifoilowed by title used in office; if  different) 

1963 I t o  da te  I BOARD OF FAMILY AND CHILDREN SERVICES COUNTY MEMBER APPOINTMENT FILES -- - 
1. Divltbn and Of60 Function What is the function of the Division and the - Office in which this record serles IS created? 

File is arranged: 
numerically by D i s t r i c t ;  thereunder, alphabe :a1 7 by county. 

. ~ - - - - _ I _ ~ ~ -  

I. Monthly Rderanca Rate How often are records referred to which are: 
One to six months old 
twentv-five months and older - 9  

1 mdnt P 
' v n to twelve months old ; Thirteen to twenty-four months old 2 weekly, 

---- - 
1. Annual Rate of Accuny)q$on of Records 

LemrJre drawers : Lagal-iize drawers ; Shelves :Other (specify) - 
1-10-71. nw.m * -  (0V.d 



.. 

11, Rotontlon Rquiremnts The following requires the series to be kept: 

r ,  Sti .  &aw years. d. Audit period years. 
years. b. Statute of limitation years. e. Administrative need 

c Fedvil law years. f. Federal retention instructions wars. 

permanent 

. : . ,  - ~~.~ Ann& copy or ~. earn .~ of laws or regulations. ~ ~ ~ _.~ Explain administrative .. need. . ',;'- . 

The S t a t e  Arch iv i s t  has  d i r e c t e d  r e t e n t i o n  ind ica t ed  +t i t e m  12. 

- - 
12 Approved Dlspodtion Inrtrudons This agency recommends that the file series be cutoff at the &aof each: 

0 Calendar Year: 0 Fiscal Year; B Other ~ ___- .__-_._then, 
I 

- . I  - 

0 Hold in the currant files area month(s1 year(~); then DfSTRICT OFFICES 
0 Transfer to local holding area; hold +& Re ister __ - - - (wlhereapplicable: _. Begin 
0 Tranda to State Rmrds Center: hold fidk Jan. 1, 1976, l i s t  a l l  ap- 
0 Destroy. pointments t o  t h e  Board. Cut off  
0 Trrnder to Sure Archives for permanent retention. f i l e  Jan. 1, 1981, and every f i f t  
81 Other ISmclfyI year  t h e r e a f t e r ;  hold i n  cu r ren t  

year(s1; then 
year($); then 

, 

f i les  area 2 years ;  then des t roy .  
IFFICE OF STATE--&*. COORDINATION ' !Papers: Upon e x p i r a t i o n  of term of each board 
Jpon e x p i r a t i o n  of term of Board Member, 
place a l l  papers= i n  t h e  i n a c t i v e   file;.:,^ . 

:ut o f f  t h e  i n a c t i v e   file^ a t -  t h e  end 
i f  each calendar  yea r ;  hold i n  cu r ren t  . 
Eiles a r e a  2 yea r s ;  t hen  t r a n s f e r  t o  ~ ~ - ~ ~ ,  . des t roy ,  o r  
State  Archives f o r  permanent r e t en t ion .  ~~~ _ ~ ,  

., $ember, p lace  a l l  papers i n  t h e  i n a c t i v e  f i l e ;  
, c u t  ogf t h e  i n a c t i v e  f i l e  a t  t h e  end of each 

if l i s t e d  i n  a r e g i s t e r :  hold 1 year;  then 

if no - re3ister: hold 2 years ;  then  destroy.  

calendar  year ;  then 

. . 
~ . - 1  - I . 

-- - ~ ~- , /  

T h w  instructions apply to a l l  prior and future accumulatfonr of the series 

. . .  

Date I Reaxdr Managpent Officer /S.$ 8 narurel .. ... . -~ .~ Date .. 

State Records Committee IS&-iaturr) Date 
V 

lecommehdadons in para- 

If dinpproved, attach letter 
1 oxplrnrtion.) 

raph 12 are approved. State AuditorIDesignee s -2 -.TL 
i 

' 


